
How to Register Tips for filling out your TR-290
Registering for a class in this schedule is as simple as 1-2-3!

Fill out a training request form (TR-290).

Route your TR-290 through your office to get the proper signatures.

Submit the completed form to the Office of Training and
Development, either by mail: 3201 S Street, Sacramento, or fax:
(916) 227-5169.

Any questions please do not hesitate to call our office at (916) 227-5156

Why does the
Training Office
need all of this
information??

Please make sure your TR-
290 is complete with the
following information:

Please refer to the example
provided below.

• Current personal
information: Please make
sure your name, address,
phone number and e-mail
address are legible. This
makes it easier to contact you
with a welcome letter and
other information about the
class.

• Unique Code: Your unique
code is the first three letters of
your last name and the last
four digits of  your Social
Security Number.

• Course Title and Course
Dates: On many occasions
there are several offerings for
the same class. By putting
your preference you have a
good chance of getting in the
class you want. If you are put
on the waiting list for a class,
you will be automatically
enrolled in the next class, and
will be notified by OTD staff.

• Training Category: It is
important to complete this
section out to determine if this
training, or how much of this
training, is paid for by the
Department.

• PCA, Index & Activity
Codes: If  you are claiming
any travel and per diem, or
registering for an out-service
class, you will need to
complete this information out
for payment.

• Supervisor’s signature:
You will not be officially
enrolled in a class without
your supervisor’s signature.
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Proceed to Form

http://www.dfg.ca.gov/otd/pdfs/tr290v10.pdf

